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DI STI NGUI SHI NG FEATURES OF THE CLASS: The work invol ves planning, directing
and coordinating the Erie County
Di vision of Purchase. This is a specialized adninistrative position involving
responsibility for supervising purchasing activities to ensure that they are
performed in an efficient and | egal manner. The incunbent coordinates al
phases of purchasing activities for both goods and services required to operate
County departnments. The incunbent works under the general supervision of the
County Executive. Supervision is exercised over a nunber of technical and
clerical staff. Does related work as required.

TYPI CAL WORK ACTI VI Tl ES:

Directs the purchasing activities of the County and gives staff gui dance and
advi ce to Heads of Agencies and Departnents on purchasing matters;
Directs the purchases or contracts for all supplies, materials, equipment and

contractual services required by County Agencies;
Directs the advertising for bids on purchases or contracts for County use;
Aut hori zes purchases of supplies or services involving | arge suns during
energency situations;
Sells or |eases any surplus, obsolete or unused supplies, materials, and
equi prent under such rul es and regul ati ons as may be established by the
County Legislature;
Certifies bills that supplies or services ordered are as priced and delivered;
Prepares annual inventory of all property and subnmits the sanme to Conptroller,
Fi nance Conmi ssi oner and Budget Director;
Directs the keeping of purchase orders, requisitions and other purchase records;
Supervi ses and participates in the preparation of the tentative budget;
Represents the County of purchase natters at neetings within and wi thout the
County governnent.

FULL PERFORMANCE KNOW.EDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS

Conpr ehensi ve know edge of the principles, practices and procedures of |arge
scal e purchasing and inventory control; thorough know edge of the nethods of
distribution and sal es of |arge corporations and sources of supply for all types
of commuodities; thorough know edge of County governnent with reference to
purchasing; ability in the analysis of statistical data; ability to prepare
reports; admnistrative ability; ability to deal with the public; tact;
initiative; dependability; physical condition comensurate with the denmands of
the position.

M NI MUM QUALI FI CATI ONS

Graduation froma regionally accredited or New York State regi stered coll ege or
university with a Bachelor's degree and seven (7) years of administrative
experience involving purchasing activities of a | arge governmental or comrerci al
organi zati on.

NOTE: See County Charter ffor additional qualifications

NOTE: Verifiable part-tinme and/or volunteer experience will be pro-rated toward
neeting full-tinme experience requirenents







